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Vhis section state# Agency policy, responsibilities end procedures for 
detailing civilian employee# {staff eaployee* and staff agents) within the 
fry* to perform duties not covered by their current position. Bnployeet sraay 
be detailed from headquarters 

ft..** details are distinct from tenporary duty assignments which Involve the 
performance of duties by an employee while in a travel statu# which are 
directly related to hi# regular, official position. 

g. mmmms 

i gmnny I 1# the temporary assignment of an segdoyw without a change In 
pay status from Ms official position to another position or organisational 
wait, at the Breach or higher level. At ids# end of the detail the employee 
it returned to his regular position. 


3 . voucy 

a , saployees win be detailed, as necessary, to meet temporary operational 
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requirements,* to alleviate unusual wortt loads or teitporary personnel 
^bortagga; or to develop their cspabilitlas in accordance with a defined 

career plan* 

b. An etrployee my be detailed from a position in Ms office of assignment 
to another orgsaisational unit in order to perform writ for which a 
position has not been established when (l) the eaployee is awaiting 
reasaignrsent, (S>) the detail is for the purpose of alienating a work 
emergency as defined in this section, or (3) the detail nil enable the 
eggloyse to secure instructional or Jcfc training which will increase 
his effectiveness in his current assignment os’ Me capacity to assure 
other duties and responsibilities. 
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k . H8SP08SIBILITIES 

». ft» Btwetor of tmaael, or hi* 1* rwp»>l»l« tor the sm 

utetoletmtioo of thl. «etlon, loolallos «* wrt*r «* «ra* DTOl <* 
n^ioe. for «n wplnyee 1 . aeteil .hen th» p«loa of the pn*OM« a^ali 
the poricd of the *-ploy«e'» prertoie eerrlee on tetetl wmM 

exceed six months in a calendar year, 
b, operating Officials* are responsible for the administration of this 
•action witMn their area* of Jurisdiction and for apswwlng details 


* Operating Officials Mite cSS 

Qt the ©wpnty' Directs ^ , 

3^i^t^Sectors In the Office of the Deputy Director (Intelligence). 
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except those requiring the approval of the Director of Personnel, after 
determining whether or not employees requested for use as de tails 
ere available, la the event it becomes apparent at the time an 
employee is detailed, or during the period of the detail, that an or- 
gan! national change should be effected in conjunction with the detail, 
the Operating Official concerned will transmit this information to 
the Office of Personnel in order that appropriate action can be taken. 

e. The Director of Security will determine whether details are in accord 
with security requirements. 

5. AUTHORIZED USES 

Sahject to the restrictions contained to paragraph 6 below, details may be 

authorized under the following conditions i 

a# An employee assy be detailed when there is a work emergency In an 

organisational unit due to a temporary shortage of personnel, an sac- 
eeptional volume of work, or both. 

b. An employee may be detailed when, as a result of a reorganisation or 
creation or change of a position, it is necessary to assign the 
employee to the new or changed position, and its duties cannot be 
finally concluded at the time of the assignment. The enployee may be 
detailed from his old position pending final determination of the 
duties and responsibilities . 

e» An employee may be detailed to a position during the temporary ab- 
sence of the incumbent . 
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d. An employee May be detailed In order to secure instructional or Job 
training* which will increase his effectiveness is his current assign-* 
meat or his capacity to assume other duties and responsibilities. 

•• An employee may be detailed to a position of a higher grade or In a 
different hind of work in order to determine his ability to perform 
the duties and to aeet the requirements associated with the position, 
tush details will be confined to eaployees who are otherwise fully 
qualified, for such assignments. 

f . Am esployee may be detailed to a different organizational unit, in cluding 
I Movement between field units* to perform duties responsibilities 

created by a special project or high priority program, which are 

25X1A 


different from those of his regular position. 



6. RESTRICTIONS 

». m® UMrmTiom 

{1} The maximum time limitation for an individual detail is 120 days. 

( 2 ) If unusual circumstances or compelling reasons necessitate the 
continuance of the services of a detailed esployee for a period 
lunger than that designated above, the appropriate Operating 
Official may approve the renewal of detail, except that a detail 
W not be renewed for a period exceeding 120 days. In addition, 
the Operating Official must reconsaead and the Director of Personnel 
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vssmt ipwt m eupleyee’e detail which In combination with 
Wemtma details would exceed 6 jaont&B* tarries as detail within 
a calendar year. 

fc. mm wssmosims 

©stall* will not be authorised in the following cases: 

^l) A detail will not ha authorized for the purpose of circuarvaat ing 
statutory or regulatory requirement ir.p©eed by or binding 
Upon the Agency. 

(2) A detail will not ha wo&m when a formal personnel action should be 
used. A reassignment should he effected to transfer an employee 
^hsn the desired service ie espeeted to continue for a period in 
aneess of 13D days fraw the tine action ie initially taken. 

(3) I® cases of details Instituted rader the provisions of paragraph 
5*«* through c*# no employee whose assignment is outside an 
orgsudaet ional unit will be detailed to that unit when a qualified 
parson occupying & position within the oospoaent is available 

detail. 
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A detail for 30 toys or lea# may 1 m arranged inforroally within an or- 
ganizational unit by the supervisors concerned and between the areas 
of Jurisdiction of Operating Official# by each Official# or their 
designee#. 


b. 


BtiTiATioN or omits 




•E» 3£> DAYS 


A detail for l onge r than 30 day® will be requested by the totalling 
office through the preparation and subrntoatian of a Standard Form 52, 


Bequest for Personnel Action, to the Operating Official. If he 
approves the detail, he will forward the form to the Office of Personnel 
for inclusion in the employee *s Official Personnel Polder, The SF-52 


■#111 he executed according to the procedure as outlined in paragraph 

mi| 

C . mmHAL OF VBTAIIS 

Bach request for an esrployee’s detail which in corabination with 
previous details of the employee would exceed six months within a 


c a len da r year will be submitted through administrative channels to the 
blreetor of Personnel for a pprov a l. The SP-52, to duplicate, will 
he accompanied by a aewwvsidum from the Operating Official concerned, 
Justifying the request. 


4. 08TAH2SG SECURITY AfPBOVAL FOB DETAILS 

Security concurrence will be obtained by the totalling office, by 
phone oar through an informal ntemorendum. of request for concurrence, 
prior to the movement of an employee on a proposed Inter-office detail 
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fgof ^ y^yiod under jp day®* For detail® in excess of 30 day®, tecurlty 
eoordinaUon by the detailing office will he effected in accordance with 
tin proc e dur e outlined la Ajpaidlx which provide® for 

the etttaission of an additional two copies of the SF-52 to the Office 
Of Security. 

cnattfiCifAL cosssol or mn&zm tmmi period of detail 

(!) The saployee will he under the «q?errlaion of the receiving office 
daring the period of the detail. The mg^rwiaor to whom an 
employee i® detailed ie authorised to take or recommend disciplinary 
astie© when repaired end to approve request# for leave. 
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(3) The receiving office will he responsible for informing the detailing 
office of the tin* and attendance of the detailed employee, thua 
yi.Miwg the latter to fulfill it® responsibility for obta i n i n g 
asad satoitting current time and attendance report®. 

(k) The detailing office will he responsible for the receipt mo& proper 
d eliv ery to the detailed employee of his regular salary check®. 

BEE I&RK3T08 OF CSfflffiR&L 1JW3BLLI<SEJOi 


It* X* HltlSS* 
Director (Support) 
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